DES-550-1
REV. 7/0¢

Universityiof Maryland-

Baltimore County

DEPARTMENT OF GENERAL SERVICES

Recerds Menegenont Division

RECORDS RETENTION AND DISPOSAL SCHEBULE

SO!IWI.!

966—18A 1

Race 1 of 1

AMENDMENT TO SCHEDULE 966-18

Instructional Technology

Schedvle A”nn‘by m‘.
Agency, or Divisien Representetive

7-25-90

- copies of purchase orders and checks for the
purchase of UMBC produced video programs

—-:correspondence regarding the purchase of UMBC
produced video programs

fﬂjﬂﬁfzéll F57{]_ Director

AQ BNCY Ol Vi 8l OM
ltem
No. Description Retention
11 Video Marketing Files Screen annually, destroy

that mate
needed fo
Retain pe
to the de

transfer

Schodile / hﬂm‘l u‘ b

and other-

rial no longer
r current businesq.
rmanently directives
material relating
velopment and poliky

of this department, for evehtual

to the school archfives.

f//fx et f—

Dere Signewre

Tivle

Stete Ardhivtat




| JSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES, FORWARD

¥WITH RECORDS RETENTION SCHEDULK

(DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE or

. DEFARTMENT/AGENCY
Instructional Technology/UMBC

2. DIVISION

3. UNIT
Office of the Director

- DEFINITION-RECORD mlu.A GROUP OF RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE
; Video Marketing Files

REFERENCE AS WELL AS RETENTION AND DISPOS

AND USED AS A UNIT FOR

$. EARLIEST YEAR/LATEST YEAR

_1985_ 10 _1990

4N THE SERIES.

produced video programs.

¢. RECORD SERIES DESCRIPTION ‘Illl'l-' DESCRIBE THK TYPKS OF INFOM‘I’IONIDOCU_NTDIPOM PFOUND
INCLUDR THK PURPFPOSE OR PFUNCTION OF THE SEFIES|)

Copies of purchase orders and checks for the purchase of UMBC produced video programs.
Correspondence regarding UMBC

7. RECORD SERIES FORMAT(S)
K LETTER SIZE O MICROFILM

O LEGAL SIZE 0O COMFUTER TAPE
‘I'Jixxjnalxnx B FLOPPY DISK
O AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

¢. RECORD SERIES SEQUENCE
O ALPHAEETICAL
L nsERICAL
O CHRONOLOG I CAL
O GEOGRAPHICAL
C OTHER(SPECIFY)

9. VOLUME

XX FILE DRAWER(S)
_ O MICROFILM REEL(S)
2 ci.fto compuTER TAPE(S)

NUEBER OTHER( SPECIFY)

10. ANNUAL ACCUMULAT ION
XXFILE DRAWER(S)
.5 cu.f{ MICROFILM REEL(S)
KUIGER O COMPUTER TAPE(S)
O OTHFR(SPECIFY)

I 11. pie 1s useD 12. FiILE BECOMES INACTIVE AFTER
'. B paiLy 0 wEEKLY O MONTHLY O MONTH(S) Xl YEAR(S)
- ROWEEN :
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
’ Academic IV Building tir v, sPECiryY saexcy or OFrice)
3rd Floor, Room 215 0 vyEs XM nNo
18. ACCESS RESTRICTIONS ovws X wno 16. AUDIT REQUIREMENTS

(s» ves, civx LAw(s) & rReauLATION(S)

‘_‘-7"

6 NoNE O STATE D FEDERAL 0O INDEPENDENT

17.

Oovyes B Nno

1S AN INDEX SYSTEM USED? (iF vaS.E)PLAIN
BRIEFLY AND DRSCRIBE ANY MHARDWARE/SOFTWARE)

RECOMMENDED RETENT ION

|lls. NAME AND TITLE OF PREPARER

Beverly Roeder
Marketing Coordinator

20. TELEPHONE NUMEER

455-3208

21. DATE

7-25-90

DGS 550-4 (REVISED 2/87)




